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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Yes
	Confidential Related: 04
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Lester Snow
	SUPERVISOR'S CLASS: Director
	personnel analyst: Jennifer Dong
	personnel date: 9/6/06
	PERCENT OF TIME: 













55%
	activity: POSITION SUMMARY
The Executive Assistant acts as an administrative assistant, secretary, and advisor to relieve the Director of a variety of administrative and office details; has technical authority over Executive Assistants who provide secretarial assistance to the Deputy Directors under the Director's organization; independently performs especially difficult and responsible secretarial work. 

ESSENTIAL FUNCTIONS
The position requires that the incumbent have a thorough knowledge of varied administrative polices, procedures, and departmental operations; be able to independently analyze problems and take effective action; handle sensitive and confidential assignments with tact and diplomacy; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships; communicate effectively and maintain regular, consistent, predictable attendance, and exercise good judgment.

SECRETARIAL DUTIES
Has access to all of the Director's confidential correspondence and emails including the development of DWR management and positions in the Collective Bargaining process and strategies, as well as the response to union proposals.  This includes communication concerning these matters with staff, Labor Relations Office, and the Department's policy making bodies (Governance and the Director's Personnel Advisory Board).  Reads a variety of confidential correspondence and emails sent to the Director including grievances, adverse actions, merit issue complaints, internal audit reports, and EEO investigations.

Screens, redirects, and/or responds to a variety of visitors; and telephone calls; independently assists or refers calls from government officials, legislators and the general public to appropriate division as necessary; routinely transmits information to and from the Director to division chiefs to follow up on issues and action items requiring policy considerations and executive-level decisions.
	classification: Executive Assistant
	appointee: Vacant
	dwr position number: 0100-1728-4xx
	sap personnel no: 
	sap position number: 50000173
	division: Executive
	mcr: I      
	percent 2: 















45%
	activity2: Uses own discretion to coordinate and schedule meetings to effectively utilize the Director's time; compiles appropriate meeting material; makes travel arrangements and completes the Travel Expense Claim in accordance with departmental policy and procedures; prepares daily meeting and appointment calendar; maintains Director's filing system. 

Types drafts and correspondence for Director's, Chief Deputy Director's, Resources Agency staff, and Governor's signatures, which requires a thorough knowledge of DWR's procedures and policies.  Reviews and evaluates all materials that is prepared by other staff members for signature of Director, Chief Deputy Director, Secretary for Resources, and Governor for consistency with administrative policy, format, grammatical construction and clerical error.  This includes correspondence that provides substantial input into negotiations strategy or bargaining proposals and the development of DWR management positions in the Collective Bargaining process.

Maintains a suspense file of all assignments made by Director, and follows through with reminder to staff as necessary to ensure completion

ADMINISTRATIVE DUTIES
Performs special administrative assignments for Director concerning sensitive personnel and policy matters, including compiling and analyzing data or material; gather facts and relevant information on issues or projects and present to Director in a concise and logical manner for action; deals with a variety of confidential correspondence and sensitive personal matters. 

Independently develops and maintains office workload and planning standards and establish office procedures; provides direction to Executive Secretaries under the Director's organization to ensure compliance with departmental policies and procedures related to correspondence and other support staff issues; conduct meetings on an as-needed basis to clarify procedures and provide updated information on correspondence issues. 

Direct the flow of mail to the Director determining priority and independently responding to what is appropriate.  Draft responses to correspondence for the Director's signature as directed.  Has authority to determine what correspondence may be signed in the Director's absence.  Maintain privacy for sensitive documents that the Director must take action on, such as DWR management and positions in the Collective Bargaining process and strategies, staffing/position changes, adverse actions, discrimination complaints.
	supervisor name: Lester Snow
	employee name: Vacant


